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OVERVIEW/WHATΩSNEW
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ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

Class Time ς3.5 Hours

I. /ƭŀǎǎ hǾŜǊǾƛŜǿκ²ƘŀǘΩǎ bŜǿ
× Acronyms/Job Titles
× New for May 2021 Election

II. COVID-19 precautions
× PPE provided
× Sanitation Official

III. VLM/VLD Duties
× Monday night
× Election Day

IV. Monday night meeting

× Absentee Supplemental File (Delta 
File)

V. Tuesday morning
× Duties for each team
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ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

(CONT.)

Class Time ς3.5 Hours

V. Election Day
× Valid forms of ID
× Curbside voting

VI. Tuesday closing

× Work as a team to pack up

VII. Electronic pollbooks
× /ƻƴŦƛǊƳ ǾƻǘŜǊΩǎ ŎǳǊǊŜƴǘ ŀŘŘǊŜǎǎ

VIII.Provisional voting

× Voting in correct the polling location

IX. Troubleshooting

X. Management Tips

XI. Safety/professionalism

× How to de-escalate a situation
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WHAT DO THESE ABBREVIATIONS MEAN?

ACRONYMS
VPEO ςPrecinct Election Official

VVLD ςVoting Location Deputy

VVLM ςVoting Location Manager

VVAT ςVoter Assistance Table (i.e. provisional table)

VEPB ςElectronic Pollbook

VDS200 ςVoting Machine (ballot scanner)

VQRG ςQuick Reference Guide

VBOE ςBoard of Elections (election headquarters)

VORC ςOhio Revised Code

VSOS ςSecretary of State
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VOTINGLOCATIONMANAGERDUTIES

VMANAGERof the entire Polling Location

VMake the five (5)mandatory calls to the BOE

VLead Monday Night Organizational Meeting

VAlong with Voting Location Deputy (VLD) assign 
breaks to Election Officials

VResolve issues and troubleshoot election equipment

VAlong with VLD, take Election Day supplies to the 
assigned Drop-Off Location after the election
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VOTINGLOCATIONDEPUTYDUTIES

VLead Voter Assistance Table (VAT) Official

VAssist Supply Team on Monday night

VAlong with VLM take Election Day supplies to 
assigned Drop-Off Location

VManage Polling Location and run Monday Night 
Organizational Meeting if VLM is absent

VAssists VLM in assigning breaks

VOpposite political party of the VLM
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JOBTITLES/DUTIES

Check-In Official (EPB)

V Process voters on 
Electronic Pollbook

V±ŜǊƛŦȅ ǾƻǘŜǊΩǎ L5 ϧ 
address

V Scan ballot stub barcode 
into EPB

V[ƻƻƪǳǇ ǾƻǘŜǊΩǎ ŀǎǎƛƎƴŜŘ 
precinct/polling location 
and direct to VAT table or 
another polling location 
as necessary

Ballot Official

­ wŜŎŜƛǾŜ ά!ǳǘƘƻǊƛǘȅ ǘƻ 
±ƻǘŜέ ǎƭƛǇ ŦǊƻƳ /ƘŜŎƪ-In 
Official

­ Provide Check-In Official 
with correct precinct 
ballot

­ Issue ALLsheets of the 
precinct ballot to Check-In 
Official
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JOBTITLES/DUTIES
Voter Assistance Table 
(VAT) Official

VEnsure every provisional 
voter has slip from EPB 
ǘƻ ǊŜŎƻǊŘ ǾƻǘŜǊΩǎ 
City/Ward/Precinct

VVerify voter properly fills 
out Provisional Envelope

VRetrieve correct precinct 
ballot from Ballot Official

Scanner Official

­ Position yourself approx. 
five (5) feet away from 
DS200 for voter privacy

­ Ask voters to remove Stub 
A and place in Stub A 
envelope

­ If a voter specifically 
requests help provide 
assistance
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JOBTITLES/DUTIES
Voter Greeter

V Primary job is to direct 
voters to Check-In station 
with shortest line ςά!ƴȅ 
[ƛƴŜΣ !ƴȅ ¢ƛƳŜέ

V Inform voters to have 
their proper form of ID 
ready

V Every voter, including a 
provisional voter, starts at 
a Check-In Table

Rover

­ Ensure Location Setup 
Diagram is followed

­ Monitor 100-Ŧƻƻǘ άbƻ 
Campaigning/Neutral 
½ƻƴŜέ

­ Deliver the Closing 
Reminder Checklist at 2 
p.m. on Election Day

Does NOTtroubleshoot 
equipment issues or 
manage Polling Location
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NEWFORMAY4, 2021 ELECTION
VPayroll (attendance) will now be recorded using 

the EPBs. Each worker will check-in and provide 
their signature through a function found in the 
Tools Menu. More details in the EPB section.

VDue to the Emergency Order issued by Governor 
DeWine that is still in place, any driver licenses or 
State IDs set to expire on or after March 9, 2020, 
are automatically extended and remain valid 
through July 1, 2021.
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COVID-19 
PRECAUTIONS
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PPE ANDSANITATIONSUPPLIES
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DOΩSANDDONΩTS
5ƻ Χ
­ Wear a mask/face covering. This is required of all election 

officials. 

­ Use good judgment and practice patience ςboth with your 
fellow workers and voters.

­ The VLM will be responsible for conducting a temperature 
check or assigning this task to another worker. The 
maximum temperature is 100.3 degrees Fahrenheit.

5ƻƴΩǘ Χ

­ Prevent a voter from voting because he/she refuses to wear 
a mask/face covering. Ask the voter politely to wear one and 
offer a mask if they do not have one. The voter may vote 
regardless. 

­ There will be no temperature checks of voters. 
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SANITATIONOFFICIAL
This worker will be responsible for the following:

VAssisting with Monday Night setup, the six-foot 
spacing of chairs, tables, voting booths, and 
equipment;

VMonitoring distribution of PPE at the polling location;

VElection-day line management within the polling 
location and;

VSanitizing voting booths, voting machines, pens, 
tables, and electronic pollbooks throughout the day.

VLarger locations will have 2 or 3 Sanitation Officials
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ARRANGINGTHEPOLLINGLOCATION
Working with the VLM and VLD, the Sanitation Official 
will lead the set up of the interior of the polling location 
using:

V Polling Location Setup Diagram that have been 
modified for every location to account for proper 
distancing;

V Six-foot marking rope to ensure voting booths and 
DS200s are properly spaced;

V Six-foot marking rope to place social distancing decals 
on the floor where voters would be waiting in line;

V Provided doorstops to limit touching of door handles.
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VLM/VLD DUTIES
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VLM & VLD PAY
VVLM - $200

VVLD - $200
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VLM & VLD SHAREDDUTIES
VVLM and VLD are a Management Team

VTheir primary function is to ensure that the 
Election Process is handled in an orderly, 
professional and lawful manner 

VBoth serve as a technical resource and resolve 
issues and troubleshoot election equipment

VBoth assist with the set up of the AutoMARK

VBoth oversee and guide other poll workers in the 
polling location
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REQUIRED VLM DUTIES(PERORC)
V Deliver the Oath of Office, complete and sign

V Assign workers to specific teams/assignments, 
schedule breaks and lunches

V Review with poll workers any alerts or notices

V Unlock the Transport Cart and ensure the correct 
supplies have been delivered

V Set up the location based on the Polling Location 
Setup Diagram

V Ensure the Official Precinct Voter Registration List is 
posted Tuesday morning
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ADDITIONALVLM DUTIES
VBe the primary contact person for the BOE and 

make the five (5) Mandatory Calls (VLM can pass this 
assignment to the VLD as needed)

VDrive his/her car to the Drop-Off Location (along 
ǿƛǘƘ ǘƘŜ ±[5ύ ǳƴƭŜǎǎ ƛǘΩǎ ŀƎǊŜŜŘ ǳǇƻƴ ǘƘŜ ±[5 ǿƛƭƭ 
take his/her vehicle

VVLM in more of an observation/floating role since 
VLD will still be assigned to the VAT
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VLD SPECIFICDUTIES
VStill serve as the lead VAT official

VVLD, once complete with VAT closing, will oversee 
Supply Team
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PASSWORDS
VTransport Cart password - 3298

VAbandoned transaction on the EPB - ohio1803
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VLM 
CHECKLIST

Monday Night, 
Tuesday Morning & 
Tuesday Closing

Packed inside the 
GreenSupply Bag
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MANDATORY

CALLSTOTHE

BOARDOF

ELECTIONS

RESPONSIBILITYOF

VLM

Board of Elections: 

(216) 443-3277
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POLLINGLOCATIONSETUPDIAGRAM
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OATHOFOFFICE(VLM DUTY)
VVLM conducts Oath of 

Office for all workers

VOath is read aloud by 
the VLM to all Officials

VAll Officials must sign 
the Oath and print 
their political 
affiliations next to 
their names
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VOTERCHECK-OFFLISTS

V Post blank Precinct Voter 
Check-Off Lists at 6 a.m.

V The 6 a.m. lists come 
from GreenUpdate 
Folder in GreenSupply 
Bag

V The 11 a.m. and 4 p.m. 
lists are generated from 
one (1) EPB

V All lists are posted by the 
entrance to the voting 
room
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FLAGSANDSIGNS
VPlace large American flag outside main entrance 

to Location 

VPlace two (2) or more small American flags appx. 
100 feet from entrance 

VtƭŀŎŜ άbƻ /ŀƳǇŀƛƎƴƛƴƎέ ǎƛƎƴ млл ŦŜŜǘ ŦǊƻƳ ǘƘŜ 
entrance

VIŀƴƎ ά9ƭŜŎǘƛƻƴ ¢ƻŘŀȅέ ŘƛǊŜŎǘƛƻƴŀƭ ŀǊǊƻǿ ǎƛƎƴǎ ǘƻ 
direct voters from the parking area and main 
entrance to voting room
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VAT TEAM

­ Set up Voter Assistance Tables and 
voting booth. Ensure all supplies 
are on the table(s)

­ Depending on the size of the 
location, you may have multiple 
provisional tables. Staff 
accordingly.

× 1-4 precincts has one (1) table

× 5-8 precincts has two (2) tables

× 9-12 precincts has three (3) tables
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VOTERGREETER

VALL VOTERS MUST go 
to the Check-In table

Vά!ƴȅ [ƛƴŜΦ !ƴȅ ¢ƛƳŜέ

VAsk voter to have valid 
ID out and ready
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VLM LANYARD(DROP-OFFCHECKLIST)

Front Back

Delivered with Closing Packet by Rover at 2 p.m.on Election Day
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COLOREDTAGSONDROP-OFFSUPPLIES

Pinktags and label match color of the Pink VLM Lanyard
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MONDAYNIGHT
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POINTSOFEMPHASIS
VDO NOT log into the EPBs on Monday night

×Remember no passwords are entered until Tuesday 
morning (Flip Chart page 13)

VAllow Absentee Supplemental File (Delta File) to 
completely download before putting EPBs to sleep. 
Make sure Supplemental File numbers match an all 
EPS.

VPut EPBs to sleep on Monday night (closing EPB 
metal case does not put EPB to sleep)
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MONDAYNIGHTBASICS
VRequired attendance; arrive by 6 p.m.

VVerify all supplies are present and set up 
equipment

VVLM (along with VLD) delegates tasks, typically in 
teams of two (2)
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EPB TEAM
­ Inspect the EPBs

­ Mandatory Power Sequence
ÅMust follow sequence of 

instructions EXACTLY

­ Set up ALLEPBs delivered to 
your polling location. 
Confirm polling location is 
correct on each screen.

­ Download Absentee 
Supplemental List

Flip Chart Page 11

All EPB QRGs can 
be found inside 
one EPB transport 
case with the MiFi
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BALLOT

TEAM

­ Inventory the Ballots in the 
RedBallot Box:

ÅDO NOT open ballot packs

­ Inventory the Ballots in the 
GrayBallot Box(es)

ÅDO NOT open the Ballot Packs

ÅThis process must be completed 
for EACH GrayBallot Box in the 
location

Flip Chart Page 5

QRG located 
inside RedBallot 
Box
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DS200 MONDAYNIGHTSETUP
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SCANNER

TEAM

­ Inspect the DS200

­ Complete DS200 Security 
Record

­ Remove Supplies from Ballot 
Compartment

­ Plug in the DS200 and Leave 
to Charge Overnight

Flip Chart Page 9

All DS200 QRGs 
are attached to 
the lid of two 
DS200s
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SUPPLYTEAM

Flip Chart Page 4

­ Arrange Polling 
Location with 
guidance from 
Sanitation 
Official(s)

­ Inventory Blue
Location Supply 
Bag w/checklist 
found inside

­ Hang Maps, 
Sample Ballots & 
Issue Signs

QRG is inside the 
BlueSupply Bag
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TUESDAYMORNING
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POINTSOFEMPHASIS
VBy 6:15 a.m.all Check-In and Ballot Table(s) and at 

least one (1) DS200 in the location must be ready 
for voting. 

VThere were a number of locations in November 
ǘƘŀǘ ŘƛŘƴΩǘ ƘŀǾŜ ŀƴȅ 5{нллǎ ǊŜŀŘȅ ŦƻǊ ǾƻǘŜǊǎ ǳƴǘƛƭ 
a few minutes after 6:30 a.m.

VDo not allow voters inside the polling location 
until 6:30 a.m.



MAY4, 2021 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 45

TUESDAYMORNINGBASICS
VArrive by 5:30 a.m.

VBe properly dressed and bring a mask/face covering

VYou will have a one-hour lunch break assigned by 
the VLM/VLD, along with additional breaks as time 
permits

VPark your vehicle in an area that leaves parking 
spaces close to the entrance for voters
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VOTERCHECK-OFFLISTS

V Post blank Precinct Voter 
Check-Off Lists at 6 a.m.

V The 6 a.m. lists come 
from GreenUpdate 
Folder in GreenSupply 
Bag

V The 11 a.m. and 4 p.m. 
lists are generated from 
one (1) EPB

V All lists are posted by the 
entrance to the voting 
room
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FLAGSANDSIGNS
VPlace large American flag outside main entrance 

to Location; 

VPlace two (2) or more small American flags appx. 
100 feet from entrance 

VtƭŀŎŜ άbƻ /ŀƳǇŀƛƎƴƛƴƎέ ǎƛƎƴ млл ŦŜŜǘ ŦǊƻƳ ǘƘŜ 
entrance

VIŀƴƎ ά9ƭŜŎǘƛƻƴ ¢ƻŘŀȅέ ŘƛǊŜŎǘƛƻƴŀƭ ŀǊǊƻǿ ǎƛƎƴǎ ǘƻ 
direct voters from the parking area and main 
entrance to voting room
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EPB TEAM
­ Steps must be followed on ALL

Electronic Pollbooks

­ Confirm all four (4) icons in the 
status bar are GREEN

Flip Chart Page 17

All EPB QRGs can 
be found inside 
one EPB transport 
case with the MiFi
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BALLOT

TEAM

­ Steps must be completed for ALL 
Redand GrayBallot Boxes

­ All unopened ballot packs remain 
in Ballot Boxes until needed. Keep 
ballot boxes behind Ballot Table(s)

­ Remove and place on Check-In 
Table

ÅAuthority to Vote Slip Envelope(s);

ÅCurbside Envelopes;

ÅSoiled/Voided Envelope;

ÅEPB Reports Envelope

Flip Chart Page 16

QRG located 
inside REDBallot 
Box
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SCANNERTEAMTUESDAYMORNINGSETUP

VRefer to DS200 | Tuesday Morning SetupQRG (attached to lid of one 
DS200
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SCANNER

TEAM

­ Inspect the DS200

ÅRemove EPBs from Ballot 
Compartment and place on Check-
In Table

­Complete DS200 Security Record

­Review the Configuration Report

­Open the Polls | Print the Zero 
Totals Report

Flip Chart Page 18

All DS200 QRGs 
are attached to 
the lid of two 
DS200s

Zero Report MUST be 
signed by officials of 
opposite political parties!
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LOCATIONREADYFORVOTING
By 6:15 a.m. all Check-In and Ballot Table(s) and at least 
one (1) DS200 in the location must be ready for voting, 
which means:

× EPBs & ballots are in the proper locations and ready for use

× At least one (1) DS200 is sealed and ready for use

× PPE has been distributed and social distance measures set

× The VLM makes Mandatory Call to the BOE to report 
location is Open and Ready by 6:30 a.m.

× !ǘ сΥол ŀΦƳΦ ǘƘŜ ±[a ŘŜŎƭŀǊŜǎ ά¢ƘŜ tƻƭƭǎ ŀǊŜ ƻǇŜƴ ŦƻǊ 
ǾƻǘƛƴƎΗέ

Flip Chart Page 19
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ELECTIONDAY
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POINTSOFEMPHASIS
VUnsure if a form of ID is acceptable, call the BOE

VOnce a voter record is located in the EPB, ask the voter 
to state their current address and name

×Done in every circumstance, without exception

×Required by Ohio law

×Do not issue a ballot based on address from driver 
license/State ID, but what the voter verbally states

/ƻƴǘƛƴǳŜŘ Χ
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POINTSOFEMPHASIS

× Ballot perforation/Stub A

­ Have voter fold the ballot along the perforation multiple times to 
ensure a clean separation can occur.

­ Stub A must be removed from the ballot for the ballot to be 
accepted into the DS200. If you receive an error message on the 
DS200 or believe the scanner is jammed, make sure that Stub A 
has been removed before calling the Board of Elections.

× Pink Memo - Intended to document unusual issues and problems. 
Facts and details surrounding equipment breakdowns, reissuing of 
ballots, problems with voting, and voter incidents must be 
documented on the Pink Memo for post-election investigation.

× Poll worker complaints and suggestions should ONLY be reported 
by calling 216-443-3277 or the post-election survey.
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ACCEPTABLEFORMSOFID
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ACCEPTABLEFORMSOFID (CONT.)

VIn response to the COVID-19 pandemic Driver's 
License/State IDs set to expire on or after March 9, 2020, 
are automatically extended and remain valid through July 
1, 2021.

VPhoto ID is NOT REQUIRED in the state of Ohio

VConceal Carry/Hunting License issued in any Ohio county 
are acceptable forms of ID

VElectronic versions of Proper ID are permissible (except for 
a driver license, state ID or military ID)
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OBSERVERS
V Appointed to watch and inspect Election Day 

proceedings

V Required to follow guidelines

V Certificate of Appointment and Oath:

× Must present Certificate of Appointment & ID

× VLM will give the Observer the Oath (Observer Packet)

× Must sign Observer Sign-In Sheet each time

× Observer packet inside GreenUpdate Folder

V Federal Observers DO NOT follow these guidelines

Flip Chart Page 20
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OTHERSATTHEPOLLINGLOCATION
Media

VCredentialed media may enter Polling Location

VPermitted to take pictures and record video, but 
CANNOTinterfere with voting or infringe on voter's 
privacy

Exit Polling

VPeople (often media) who survey voters as they exit

VMust take place outside of immediate voting area and 
must not interfere with voting process

Flip Chart Page 20
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CAMPAIGNERS
VNot permitted within 100-Ŧƻƻǘ άbƻ /ŀƳǇŀƛƎƴƛƴƎ 
!ǊŜŀέ ƳŀǊƪŜŘ ōȅ !ƳŜǊƛŎŀƴ ŦƭŀƎǎ

VPrimary responsibility of Rovers to monitor

VAre permitted to hand out literature outside the 
100-Ŧƻƻǘ άbƻ /ŀƳǇŀƛƎƴƛƴƎ !ǊŜŀέ

Note: Check frequently to make sure no literature is 
left in Voting Booths

Flip Chart Page 20
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VOTERSWITHDISABILITIES
VTreat with respect

VDo not challenge voters who are receiving 
assistance or have other ADA needs such as a 
service animal

VVoters with disabilities can receive assistance 
from:

× Family member or friend (never an
employer or union representative)

× Two (2) PEOs of opposite political parties

×Use AutoMARK

×Use Curbside voting (QRG provided)
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CURBSIDEVOTING


